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Training Agenda

- How to Pre-Register Students
* Pre-register Students
* Create Vouchers
- Test Administration
* Standard Test Administration
* Pre-Registration Test Administration

- Questions
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How to Pre-register
Students
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ACUPLACER Pre-registration

e The ACCUPLACER platform supports pre-registration of
students participating in ACCUPLACER.

* If more than 25 students will test at one time, pre-
registration is recommended.

e The Site Manager and/or Proctors can pre-register students.

— The system allows students to supplement or edit their own profile
information when they login to take the test.

Pre-registration saves time on testing day and
improves the accuracy of student data.
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Two-Step Process

1. Pre-register Students: Populate a pre-made template with student data
and import into ACCUPLACER system

2. Create Vouchers: Print vouchers (one per student) for students to use
when logging on to begin an ACCUPLACER test session

[ — s CCUPLACER Tes ucher
4 B ° L E F 6 k J| A L M N 0| P Q R 3
St e 0Bt D0B.0a 08 exr s M2 Ciy ;“‘;j‘m g""'f” %’;”: iy E’d";"; Gencer e Descipion e Por Nt e P
1 i
}‘ etz i o A 41 You have been pre-registered to take the
f i i ncicn Voucher: 6H35Y111 ACCUPLACER tests and have been
5 ’,W,M,m;um;‘ issued the unique voucher number shown
3 Pact: R Student ID: 445111 to the left. When you are ready to test,
7 (Cite Hipa mm,ﬂr First Name: Albert you will need to use the test voucher
3 " o Last Name: Adans number to access your student
] information that has been entered for
0 you.

Learn more about the ACCUPLACER tests, see sample questions, and review tips to help
you do your best on the tests at www. . .

To start your test session take this voucher to the testing center and give it to the proctor
who will get you started.

This voucher expires thirty (30) days from the date of issuance.

Message from the Institution

You are scheduled to take the ACCUPLACER tests on Monday, June 6, 2011 at 1:30 pm. Please bring this voucher
and a picture ID to room 207 of the Student Services Building

@ CollegeBoard



Step 1: Pre-registering Students

From the Users tab, select Student Pre-Registration.

Uzers Test Setup Administer Test Order Tests

Home = Users

Users

L

Edit Testing Site
Edit your site profile

Create and Edit Users

R

Create, search and manage user accounts

e

Search and Edit Student Profiles

Search and manage student profiles

» System Configuration
Manage student ID and date formats, select your time zone, and set vour low test unit notification

# Custom lessages
Create/Update Custom KMessages

¢ Change Your Password

Change Your Password and Configure Your Security Questions

# Student Pre-Registration

Student Mass import and pre-registration details
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Import Student Data — Using the Template

Select Import Student Profile Information.

Users Test Setup Administer Test Order Tests

Home = Lsers = Student Pre-Registration

Student Pre-Registration

¥ |mport Student Profile Information /

# Student Profile Information Imports
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Retrieve the Template

Select Student Pre-registration Template.

Users | Test Setup Administer Test Order Tests

Home = Users = Student Pre-Reaistration = Impert Student Profile Information

Import Student Profile Information

[ =Submit | [ Cancal

\5.) Zelect Browse and choose afile to batch import Student Profile Information.
The file format MUST match the Student Preregistration Template and will only accept the following file formats: ™ x5, ™ .xlsx™ and ™.csv”
Please refer to the Student Preregistration Suidelines for detaSs mation.

* Indicates required fislds

* Does your file include a header row? © Yes ™ No

* Import File Browse... |
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Populate the Template

2 Mass_Upload_Template [Read-Only] [Compatibility Mode] - =
A B C D E F G H J K L M I o] P Q R S

Student Id |First Name |Middle Mame |Last Mame |DOB-Month [DOB-Day |DOB-Year [Address 1 |Address 2 |City ] I uther B Country Emell Gender | Self Description |Home Phone Mumber |Mobile Phone

1 Province | Specify |al Code Address

2 [~

3 American Indian or Alasks a

4 Asian, Asian American or

= Black or African American

el exican of Mexican Amer

(5 Puerto Ri

= Other Hispanic, Lating, o

: White r

g COther b

e This spreadsheet contains all of the fields on the Student Information

screen.

 Complete this spreadsheet with your student information.
* Any entry on this spreadsheet will appear on the Student Information screen

when a student begins testing.

 The student can edit these fields at the beginning of testing except:
e Student ID, First Name, Last Name, DOB-Month, DOB-Day and DOB-Year.
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Import Template into ACCUPLACER System

Click on the Users tab, and select Import Student Profile
Information.

Users Test Setup Administer Test Order Tests

Home = Lsers = Student Pre-Registration

Student Pre-Registration

=

¥ |mport Student Profile Information

# Student Profile Information Imports
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Browse for the Template

+ Indicate if your file includes header rows, then click Browse to
find the import file (template) that you created and select it.

+ The file name will appear in the Import File field. Click
Submit.

Uzers - Test Setup Administer Test Order Tests

Home = Uszers = Student Pre-Reagistration = Import Student Profile Information

Import Student Profile Information

[ uSubmit | [ cancel

*é) Select Browse and choose a file to batch impert Student Profile Information.
The file format MUST match the Student Preregistration Template and will enly accept the following file formats: ™ .xls”, ™ xlsx™ and ™.csv.
Flease refer to the Student Preregistration Guidelines for detailed information.

* Indicates required fields

* Does your file include a header rov?  Yes @ Np

* Import File CADocuments and Settings\smurphy'\Desktopiimport file xls

Cancel ]

= submit g |
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Import the File

Once all errors are corrected, click Import Students.

Edit Student Profile Information

[ Delete ] [ Save/Refresh ] [Import Stuclems] [ Cancel ]

Total Records Imported: 19 =]
Total Valid Records: 19
The Student records are valid, please click on Import Students to initiate the import process

See the status of the import below. Any errors indicated in the detailed list of errors must be corrected hefore the student profile
\}) infarmation can ke impeorted. After correcting errors, use the Save/Refresh button to confirm all data fields are valid. Use Save/Refresh to
save edits and impoart later

* Indicates required fields

Y

r [445111 [albert [adams [Jan
r 2 |sas122 [Philip |A [Brown [ May
r 3 [|445123 [anne B [Phillips [ May
r 4 445129 [Sue B [Peterson fdun
r 5 |445126 william c [Johnson [ Aug
-

6 445127 [Jordan [y [wilson |M:il;|
3




Verify the Imported File Status

When you click Student Profile Information Imports, the imported
file will be listed.

Student Pre-Registration

+ Import Student Profile Information

¢ |Student Profile Information Imports

Student Profile Information Imports
Rewen ) [ oane
é) Select Editlmport to view details of the import file and make any necessary edits to the Student Profile information.
R ] After you have confirmed and saved your edits vou must upload the file to pre-register the list of students.

Impaorted files expire from this list after 30 days.
Click on the Refresh button to update the file status.

11tc 1 cut of 1 items = Previous | Page: 1| Mext =
importodbate % o suonts  [sate
08-Jun-201112:05:00 Importfile.xls 19 Impaorted Delete | Export

1to1 cutof 1 items = Previous | Page: 1 | Mext =

Refresh | [ cancel ]
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Step 2: Create Voucher for each Student

Site Managers and Proctors can generate test vouchers.

To generate a test voucher, click on the Administer Test tab
from the home page, then select Voucher Generation.

Administer Test

Test Unit Balance for Site:  18.2 units remaining

¢ Administer New Test Session

Select a branching profile to administer a new test session

» Manage Open Test Sessions

Clase arresume atest session that has heen interrupted

» Manage Closed Test Sessions

Open atest sessionthat has been closed so it can ke resumed using the Manage Cpen Test Sessions
feature

¢ Student ID Search

Generate a list of Student 1ID's

#  View Active Test Sessions

View the status of active test sessions

» Voucher Generation /

Generate Voucher for Student

+  Search and Reprint Voucher

67 CollegeBoarw
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Voucher Generation: Select the File

To select the imported file you want to use, place a check
mark in the box next to the file and click Generate Voucher.

m Test Setup Administer Test Reports Order Tests

Home = Administer Test = PreRegistered Student File Details

PreRegistered Student File Detajls

4+ Back

Generate Voucher | || Cancel |

\l)CIick the Generate Voucherto proceed.

1to 1 out of 1 items Previous | Page: 1 | Next =

) Vi 08-Jun-201112:05:00 Import file.xls
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Voucher Generation: Assign Branching Profile

A list of all students from the import file is shown. In order

to generate a voucher, each student must be assigned a
Branching Profile.*

Voucher Generation
[ Generate Voucher I Cancal |

“-')Seledthe kranching profile to generate the Voucher.

* Branching Profiles inherited from the institution.
** Branching Profiles provided by the ACCUPLACER System.

Please select a Branching Prefile:

|Fa|| Testing j L Apply Branching Profile ]

|  AddMewStudents || Remove Selected Students |

11019 out of 19 items

445111 Albert Adams 05-Jan-1993 Importfilexls  08-Jun-2011 12:05:00
¥ 445112 Harty Moody 05-Feh-1875 Importfilexls  08-Jun-2011 12:05:00
WV 445122 Fhilip Brown 12-May-1982 Importfilexls  08-Jun-201112:03:00
W 445123 Anne Fhillips 16-May-1993 Importfilexls  08-Jun-201112:05:00

@ CollegeBoard *A Branching Profile is the set of tests to be administered.



Voucher Generation: Printing the Vouchers

Place a check mark next to the name of each student who
needs a voucher, then click Generate Voucher. The
vouchers will appear on the next screen.

Voucher Generation
| Generate Voucher N Cancel |

\')Selectthe branching profile to generate the Voucher.

* Branching Profiles inherited from the institution.
** Branching Profiles provided by the ACCUPLACER System.

Please select a Branching Profile:

|— Select One - j [ Apply Branching Profile ]

| AddMNewStudents || Remove Selected Students |

110 20 out of 20 items

DI N T TN il T ey
T 445111 Alhert Adams 05-Jan-1993 Impartfilexls  08-Jun-201112:05:00
[ 445112 Harty Moody 05-Feb-1975 Import filexls  08-Jun-201112:05:00
T 445122 Fhilip Brown 12-May-1992 Impartfilexls  08-Jun-201112:05:00
r
r

445123 Anne Phillips 16-May-1993 Import filexls  08-Jun-201112:05:00

445126 William Johnson 30-Aug-1999 Importfilexls  08-Jun-2011 12:05:.00

@CollegeBoard Tip —remember to save the excel file before printing



Sample Voucher: Add a Custom Message

ACCUPLACER Test Voucher
Voucher: Student ID: First Name: Last Name:
88BT7HUVOQO 47170762 Iwanna Learnmore

You have been pre-registered to take the ACCUPLACER tests and
have been issued the unique voucher number shown to the left. When
you are ready to test, you will need to use the test voucher number to
access your student information that has been entered for you.

Learn more about the ACCUPLACER tests, see sample questions, and
review tips to help you do your best on the tests at
www.collegeboard.com/student/testing/accuplacer/ .

To start your test session take this voucher to the testing center and
give it to the proctor who will get you started.

This voucher expires ninety (90) days from the date of issuance.

Message from the Institution

Use this voucher to log on to your test. Enter the voucher number,
your last name, and your birth date. Click on the submit button ONLY
ONCE!

© 2014 The College Board

@ CollegeBoard

To add a custom
message to the
voucher, click on the
Users tab and select
Custom Messages.

Your message will
appear in the Message
from the Institution
area of the voucher.
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Test Administration Questions

1. How do I check the ACCUPLACER computer requirements?

— Go to www.accuplacer.org

— Click on Professional/Administer Test

— Click on Systems Requirements button

— Receive immediate report

— Check all computers prior to test administration day

@ CollegeBoal

System Requirements

ACCUPLACER

Minimum Requirements

I Repotta proklem

& The following information shows if this workstation meets the minimum system requirements necessary to run

PC

Internet Explorer 7.0+
Browser type and versions Firefox 1.5+

MAC:

Safari 1.1+

Windows XP

Platform (Operating system) ool 0
I

Adobe Flash Adobe Flash 10.0+

Adobe Acrobat Adobe Acrobat Reader 6.0+
Pop-up blockers Pop-ups are not blocked
Screen Resolution 1024 x 768

Java Runtime Environment JRE 150+

Internet Explorer 7.0

Windows XP

Adaobe Flash WIN 11.0.1.152
Adobe Acrobat Reader 10.1
Pop-ups are not blocked
1280 x 800

JRE18.024

Sound card and headphones with in-line volume control are required if ESL Listening tests are

Pass

Pass

Pass
Pass
Pass
Pass

Pass

be used

Mot required

Nat required

Mot required
Mot required
Mot required
Mot required

Mot required

Extended Information

Features You Have

Screen Size 1280 x 800
Browser Size 1260 x 620
Caonnection Type T1 or greater connection

Connection Speed



http://www.accuplacer.org/

Test Administration Questions, continued....

. How many proctors are needed?

* One Proctor for every 15-20 computers

How long will testing take?

« Test sessions are untimed; allow approximately 40-45 minutes per
section

Does testing have to be completed in one setting

- Testing can occur over several days; use the Save and Finish Later
feature Tests must be completed within 14 days if you use this option

What content areas are included?

« Reading Comprehension and Mathematics

@ CollegeBoard



Test Administration Questions, continued....

How many math sections will a student take?

e Each student will start with Elementary Algebra Placement Test. If a
student is not college level they will receive an additional diagnostic
(Math Group A, or Math Group B, or Math Group C)

What are the dates of the statewide testing window?
e January 22 — February 20, 2015 (first-time testers)
* February 25— April 1, 2015 (retesters)

Where do | find information about testing accommodations
for students?

» Paper/Pencil tests administration webinar Dec 8, 2014, 3:00 p.m. to 4:00 p.m.

* This webinar will be recorded and posted on the DOE CCR website.

@ CollegeBoard



Test Administration

There are two ways to administer ACCUPLACER:

1. Standard Test Administration — Recommended when
testing less than 25 students at one time

2. Pre-registration Voucher Test Administration —
Recommended when testing more than 25 students at
one time

Step-by-step instructions are posted on the IN DOE website.

67 CollegeBoard



Standard
Test Administration
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Test Administration:
Standard

Use Standard Test Administration Procedures when testing
less than 25 students at one time

Remember to run a system check on all computers prior to
testing.

* Pop up blocker is the most common error.
* System check requires logging on to each computer.
The Save and Finish Later feature

* Allows you to complete a test session over multiple
days if needed.

* Test sessions will stay active for 14 days

@ CollegeBoard



Pre-registration
Voucher
Test Administration
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Test Administration:

Pre-registration Student Voucher

Direct students to the ACCUPLACER login screen, www.accuplacer.org.

Instruct them to click on Use Voucher.

ACCUPLACER > Login

E e nsHuben Regisraton

Request an account for your institution

Fyaur rs robon dees mad have an accoend, and you wos b ke
o request accesc o the ACCUPLACER sysien please ok
e Mew nstiuban Fegsraten butios be o

6 CollegeBoard

Welcome to

ACCUPLACER

ACCUPLACER & 2 ruile of lesk hat guickly acowaiely and sMoenty aSsecs
reading writng =i and can puler skilks

s s vour frsibme wsirg  wou can Eam nore aBaufi he ACCLUPLACER
progran at wew.colepelsand arglaciup laoer

Start a test using a studen ucher
fyou ane prociorng a sudent wiyfc @iong 2 ot with 2 voucher pheace Clck the
bartlan bebw 0 begn

Lise \oucher

E Sysiem Requrenents

Verify that this computer meets systen
requirements

Civedk I see i hs compuier meets e ninmun
spechcaions: regured o adn nsier ACCUPLACER ks


http://www.accuplacer.org/

Students Enter Information from Voucher

Instruct students to enter the Voucher Number, Last Name as it appears on their
voucher, and their Date of Birth. Click Submit to continue.

(enteoszonra ACCUPLACER Test Voucher

Administer Test - Voucher Screen

i) Atestvoucheris required to launch ACCUPLACER tests from this page. If you have been provided with a testvoucher please enter
the information exactly as it appears on the voucher. You will also be required to enter your birth date to validate your identity. If you are
unable to proceed, please contact your test administrator to verify the voucher information.

‘You have been pre-registered to take the

Voucher: 6H35Y11L

issued the unique voucher number shown * Indicates required fields

Student ID: 445111 to the left. When you are ready to test,
First Name: a1pert you will need to use the test voucher T LR AL ) |6h35y1 1
Last Name: adans number to access your student
information that has been entered for * Last Mame IAdEmS
you.

* Date of Birth [dan AR 1555 B

Learn more about the ACCUPLACER tests, see sample questions, and review tips to help
you do your best on the tests at www.collegeboard.com/student/testing/accuplacer/ .

To start your test session take this voucher to the testing center and give it to the proctor = Submit

Who WIll Get YOU STAREM.

This voucher expires thirty (30) days from the date of issuance.

Message from the Institution

You are scheduled to take the ACCUPLACER tests on Monday, June 6, 2011 at 1:30 pm. Please bring this voucher
and a picture ID to room 207 of the Student Services Building

e Student Information screen appears with all of the fields
populated from the import file.

* Students can edit/change all fields except:
Last/First Name
Student ID

@ CollegeBoard Birthdate



Administer Test Through Voucher

Home = Administer Test

Administer Test

Test Unit Balance for Site: 92 units remaining

»  Administer New Test Session

Selecta branching profile to administer a new test session

» Manage Open Test Sessions
Close or resume a test session that has been interrupted

» Manage Closed Test Sessions

Open atest session thathas been closed so it can be resumed using the Manage Open Test Sessions
feature

» Student ID Search
Generate alist of Student I0's
» View Active Test Sessions

View the status of active test sessions

¢ Voucher Generation

Generate Youcher for Student

» Search and Reprint Voucher
Generate Youcher for Student

#  Administer Test Through Voucher

Ly Ry SN G SRy S

While students are entering their information,
the Proctors log on to release test sessions.

@ CollegeBoard



Validate Voucher to Begin Test

What's New | Knowledae Base | System Requirements | Live Chat | Help | Logol

CDCollegeBoard User ID: trainer
ACCUPLACER User Role: Site Manager

Home = Administer Tast = Administer Test Through Vouchar

Administer Test Through Voucher

([ Reflesh | ((uBegnTesl | <qmmm—

\l) Click on the Refresh to view update the contents.

1101 outof 1 items < Previous | Page: 1 | Next =

é Montognese Kathie L23447R7 0110612014 16:59:13

1101 outof 1 items < Previous | Page: 1 | Next »

Refiesh | [ uBeginTest |

@ CollegeBoard



Additional Training
Opportunities
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Training Webinars:
Additional Options to Assist You

DECEMBER

Tuesday, December 2, 2014
2:20 aum. —9:30 a.m. EST

ACCUPLACER Full Training

MNEW Session
Monday, December 8, 2014
2:00 pom. to 4:00 pom. BEST

ACCUPLACER Pencil & Paper
Testing

Wednesday, December 17,
2014
2:00 pom, —4:00 pom. BE=T

ACCUPLACER Pre-Registration
System

JANUARY

MNEWY Session
Wednesday, January 7, 2015
2:00 pom, —4:00 pom. EST

ACCUPLACER Pre-Registration
system

Thursday, lanuary 15, 2015
&£:20 a.m. —9:20 a.m. EST

ACCUPLACER Full Training

@ CollegeBoard




Technical Assistance

+ ACCUPLACER Help Desk
- 866-607-5223

- Start a live chat — www.accuplacer.org

+ Kathie Montognese — ACCUPLACER Senior Assessment Manager

- kmontognese@collegeboard.org

+ Deborah Anderson — IDOE ACCUPLACER Institutional Administrator
- danderson-NONEMP@collegeboard.org

@ CollegeBoard

effioently assess reading, writing, math, and camputer skils

Welcome to

ACCUPLACER

ACCUPLACER & a sute of teats Ihal guictly, accuralely, and

For mome informaton about ACOUPLACER wetng, veil our webste at: waw colegoboart org/aoouploo

For suppon, please cantact 866-607.5223, email into S acouplacer org, or start & live ohat
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Questions

Thank You!

6 CollegeBoard




